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MS4€«AH»B I FOR: 


Chief of Administration 

Office of the Deputy Director (Plans) 


SUBJECT 


Reports Required from Field Installations 
on AdalMstiative Matters 


1 . As analysis has been mads of the periodic reports fro* field 
imtallationa which headquarters offices under the Deputy Director 
(Administration) require for control, support end information purposes. 
Attachment "A” Is a compilation of these reports sod Is submitted here- 
with feu* your inf carnation. 

3 . It appears that in a government ageaey comprising the number 
of personnel that we have end the magnitude of operational programs 
sod unique administrative problems with which we are faced, the reports 
required are a minimal for effective management. It ie to be further 
noted that the type, regularity of submission and number of reports 
will vary with the site, complexity and extent of activity among the 
field station*. Small stations (single currency, few personnel and 
no administrative support technicians) are act required to submit any 
Security or Medical reports, tad have few financial and Logistical 
reports j whereas larger missions will submit considerably more reports 
but g e ner ally only free* admi&i strati ve technicians provided to the 
field. Accordingly, with proper delegations of authority at field 
stations, there should be little or no report burden 00 operational 
personnel for administrative matters. 

3 * After your review of the attached schedule, I will be glad to 
discuss this matter further with you to ascertain to what extent we my 
be able to effectively reduce the number or complexity of field reports 
without sacrificing the essential elements of good administration. 
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